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Course QOverview

In the last lesson, you learned how to enroll Time Reporters during the hire
process. You also learned how to maintain Time Reporter information and set a
default schedule for each employee.

IMPORTANT!: Remember, to avoid timesheet issues, movement between
agencies and FLSA / Workgroup changes should occur at the beginning of the pay
period and not mid pay period. When an employee is moving from your agency to
another agency, it is important that all time be submitted (and approved if the
employee has a Self Service type workgroup) and that all Payable Time has been
approved prior to making the Job Data changes as your agency will no longer have
access to the employee’s Time and Labor information.

In this lesson, James will show you how to review and correct
exceptions and approve payable time. He will also examine the
reports available in Time and Labor and cover how to run and view
the Payable Time Extract (Report). He will cover the Reported
Time Audit inquiry page. Finally, he will review the Unprocessed
Reported and Payable Time pages.
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Lesson Objectives

After completing this lesson, you will be able to:

Describe the roles and responsibilities in the Exception process
Review and approve allowable exceptions

Troubleshoot table setup exceptions

Review and approve payable time

Describe the reports available in Time and Labor

Print the Payable Time Extract

Discover Time and Labor WorkCenter Queries

View the Reported Time Audit History

View Unprocessed Reported Time

View Unprocessed Payable Time
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Lesson Topics

In this lesson you will learn about the following topics.

X

Topic 4: Time
and Labor
Approve Reports & Reported
Payable Time | WorkCenter Time Audit
Queries

Topic 1:
Manage
Exceptions

Interface
Agencies
Only

Unprocessed
Reported
Time

Unprocessed
Payable Time
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Managing Exceptions

_ TIP: Data from
There are a number of controls that govern the reporting of

interface agencies
time worked. Some, such as the Fair Labor Standards Act runs through an edit
(FLSA), are Federal laws that apply to all employers. Others program before
being input as
Reported Time. Any
time reporting rules that apply to specific groups of exceptions found

employees, such as all employees on a particular job code gf_ter Ti_me
Administration runs

are worked in

are rules that apply to all State agencies. Finally, there are

or job class.

SHARP.

When the Time Administration process runs, it checks
reported time against pre-set rules in SHARP. When the
rules are violated, an exception (error) is generated. The
exception must be corrected in order for reported time to
become payable time.
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Manage Exceptions Key Terms

Exception — An error or condition that exists regarding Reported Time that
requires review or attention

Allowable Exception — Allows an exception to be processed and generate
Payable Time without having to resolve it

Unallowable Exception — An error that must be resolved or corrected
before it can be processed and generate payable time

Clean Up Exceptions — Atool to verify the adjustment made to the
reported time will actually resolve the exception prior to running Time
Administration
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Lesson 3: Payable Time

Manage Exceptions End-to-End Process

A 4

Time is
submitted as

Time and
Labor rules
are setup

Y

reported time

Approve Payable
Time Process

Time
administration
process runs to
validate reported
time

Do
exceptions
exist?

No
v

Record time
to the Payable [«

Yes»

Review
exceptions

exceptions
allowable?

Yes

v

Adjust and
approve —
reported time

Time Table

Mark
exceptions as
allowable

No

exceptions
setup table

Agency HR
review
exceptions and
contacts Central
System Admin

4

Central Systems
Admin updates
setup table
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Review Exceptions

Do
exceptions
exist?

No
\ 4

Record time
to the Payable
Time Table

<

Yes»

Review
exceptions

exceptions
allowable?

Yes

v

Mark
exceptions as
allowable

Lesson 3: Payable Time

Each step in the exceptions
process is the responsibility of
different Time and Labor roles.

The Time Administration
process is run nightly after
6PM Monday - Friday. It also
runs every hour during the day
on the %2 hour beginning at
7:30 AM, with the last run at
5:30 PM. Itis a joint
responsibility of the
Timekeeper and Personnel
staff to review exceptions each
day during the payroll
calculation week.
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Lesson 3: Payable Time

Exceptions Allowable?

Do
exceptions
exist?

No
v

Record time
to the Payable
Time Table

<

Yes»

Review

exceptions |

exceptions
allowable?

Yes

v

Mark
exceptions as
allowable

Timekeepers are responsible for
monitoring the exceptions list and
correcting basic time entry errors.

As the HR Administrator, you are
responsible for marking exceptions
that are allowable. Exceptions that
are allowable move on to become
Payable Time. An example, might
be an exempt employee who works
week 1 and then retires. An
exception may appear to let you
know the exempt won’t get a full
paycheck. Because the exempt
retired after week 1, we know she
won’t get a full paycheck, so this is
an allowable exception.
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Setup Table Exceptions?

Sometimes exceptions occur
because the proper data is not
setup in SHARP prior to time
entry.

Are the
exceptions
setup table
elated?

Review
exceptions

exceptions
allowable?

Yes If you see an error that appears
v to be related to setup data,
Jhadds contact the Department of
exceptions as .. : .
allowable Administration, Office of
Personnel Services to correct
the setup data before the
reported time is processed

again.
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View Exceptions
v Time and Labor |

£ Time and Labor

Reported Time Time and Labor Reports
i | Tumesheet Report Time
I Timesheet §
T Approve Reporbed Time
T"| Reported Time Audit ¥ Employee
: Employee 5

7| Time Reporier 3 =

Selection Cri
™ Unprocesgld Reported Time

Time Reparte
|| Exceptions

Emgployee ID
i | Exceptions History

Emgl Riecard

7 Delete Saved Reported Time

Use the Time and Labor Homepage, Reported Time Tile, Exceptions
Navigation Collection item to view exceptions to Reported Time.

10
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Exceptions Results

Exceptions
Employee Salection

Employee Selection Critena [ Get Empilaypaes .
Iniscticn Critarion Bedaation Criterion Valus

Clear Crineria
Time Reparter (Sroup ir] e

Save Critens
Emplcyee 1D ir]
Empl Ressand [

N [l includs Inactive Employess

ast Marme
First hlame

Eiusiness Lni
Dlepariment
Feports Ta Pasigian MNumbser Lir]

Pasilion Mumbser Lo

The search fields for Manage Exceptions are the same as for the Timesheet
Summary. Use these fields to find exceptions for an individual employee or
department. NOTE: The Time Reporter Group search field is not applicable.

11
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Filter Options

The Manage Exceptions search page also provides additional filter options. This
allows you to limit your exceptions list by Date, Employee ID, Exception ID, or
Severity.

|:| Filtering Options

*Date Filter| equal to ¥ Start Date 51
Employee Filter| equal to ¥ Employee ID
I *Exception Filter| equal to ¥ Exception ID
Severity ¥
Run Control ID Select

12
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Exception ID Example
In the example below, the Exception ID of “KS_UNDS80" is used
to look for an exempt employee’s regular hours that under 80
within a pay period.

Exceptions Personalize | Find | View All | £V | & First ‘4 1-50 of 95
Overview Details Demographics =)
Allow Last Name First Name Empl ID ReEcrErpcll Job Title Exception ID Description Date Severity
Mouse Mickey K00000 0 Environmental Prog Admin Supv | KS_UNDS0 Rule 15 05/21/2018 Medium

The resulting list shows only exceptions where the Exception ID is
“KS_UNDS80”

13
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Exception Severity

Exceptions are rated by severity. Note: Only those exceptions with a low or
medium severity can be marked as allowable.

Exceptions Personalize | Find | View All | £V | B First ‘4 1-50 of 95
Overview Details Demographics =)
Allow Last Name First Name Empl ID ReEcrErp(Il Job Title Exception ID Description Date Severity
Mouse Mickey K00000 0 Environmental Prog Admin Supv ~ KS_UNDS0 Rule 15 05/21/2018 | Medium

Allow Exceptions

Select All Deselect Al

Save

14
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Lesson 3: Payable Time

Exceptions on Report Time Search Page

Report Time
Timesheet Summary

* Employee Selection
Employee Selection Criteria

Description Time Reporter Group

Department 123

Reports To Position Mumbar

,,
i
2
e

ol el el el el lelllellelle

Position Mumbser

Change View

. Vizal # Show Schedule Information
View By | YWesk v

Date |05/20/2018

—
|

Employees For Brent G Smith, Totals From 05/20/2018 - 05/26/2018

" Q
Time Summary Demegraphics | II»
. . Empl S
Last Name First Name Employee ID Record Job Title
/| inni 0 2 n | Environme
Mouse Minnie ¥onooo: “ eupy

Include Inactive Employees

An alternate way to view
exceptions is to navigate to the
Report Time search page.
The employee list has an
Exception column which
displays the exception icon for
each employee that has
exceptions on their timesheet.
NOTE: Be sure to look at both
weeks of the pay period when
using this method. Click on the
employee’s last name to pull
up the timesheet and read the
exception.

15
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Lesson 3: Payable Time

Exceptions on Timesheet

Each row of reported time
with exceptions will have
an icon that can be clicked
to open additional
information describing the
error. NOTE: If there are
multiple rows of data on
the day in which there is
an exception, the
exception icon will appear
on the first row, even if
that is not the row with the
exception.

Timesheet

Minnie Mouse Employee ID  KOO000

Empl Record 0

Earliest Change Date  11/22/2018

Select Another Timesheet

*\iew By | Calendar Period v

s | a

tDate |0520/2018

Reported Howrs  78.0000

From Sunday 05/20/2012 to Saturday 06/02/2018 (F

Sun Man Tus Wed Thu Fri Sat Sun Maon Tus VWed Thu Sat

Total Time F

Si20 21 a2 W23 524 3023 328 a7 3028 329 5030 33
£.0000 20000 | HOC
2.0000 D.0000| | (4.0000 0.000L 0.0000 0.0000 4.0 9.0000 1.0000 | REG
Sawve for Later Submit
Reported Time Status Summary Leave ! Compensatery Time Exceptions Payable Tims
Reported Time Status
Cate Reported Status Total TRC Description Cun‘:‘lﬂints Exception
DE2172018 Subrmitted p.0D00 | REG Regulsr Earnings o] &4
D5/2272018 Submitted 0.0000 | REG Regular Earnings 2 &3
05/2372018 Submitted 40000 | REG Regular Earnings 2 &3

16
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Review and Allow Exceptions

To View detailed information regarding the exception and to allow the
Exceptions, click on the Exception icon €t .

Fri Sat Sun Maon Tue Wed Thu Fri Bat .
5125 5125 5127 5128 5129 5130 5134 &M B2 Total | Time F
50000 £.0000 | [ HOC
9,0000 a0000| | 4o0coo0| [soo00| |[e.o0000 71.0000 | REG

e ! Compensatory Time Exceptions Payshble Time

- Add ;
Total TRC Description B zception
0.0000 REG Regular Earnings -] ]
0.0000 | REG Regulsr Earninge - &4
4.0000 | REG Regulsr Earnings - &4

17
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Begorted Time Status Summary Leawve / Compensatory Time | Payable Tims
.
Review and Exceptions ®

B Q

n .
I I O W EX C e p t I O n S Allow Date Exception 1D Exception Source Status Exception Severity Explanaticn
(C O n t . ) 05/21/2018 K5_UNDED Time Administration Unresolved Medium _;

052212018 KS_UNDED Time Administration Unresalved Medium e
If you want to allow the I
05232018 KS_UNDED Time Adrministration Unresolved Medum ___:'5'_":'_'5 __”:: B
exception, you first must
05/24/2018 KS_UNDED Time Administration Unresolved Medium th '5'.?:'—'5 ,H:: :

click the Exception folder

05252018 ME_UNDED

—

me Administration Unresolved Medium o ETE R
tha ours

tab and then click the Select

05282018 KS_UNDED Time Administration Unresolved Medium sham ETE haure

All button.

05/29/2018 K5_UNDED Time Administration Unresolved Medum than FTE ho -

05/30/2018 KS_UNDS0 Time Administration Unresolved Medium _';‘sf_‘ g rourEars ess
08312018 KS_UNDE Time Administration Unresalved Medium T
08/01/2018 KS_UNDED Time Adrinistration Unrasolved Medium Fepafieg ours are

I}ESEIm A‘“

Update Exception

18
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Review and Allow

The Update Exception button
is located at the bottom of the
Exceptions folder tab page.
Agency Time and Labor
Personnel roles use this button
to remove low to medium
exceptions from the Timesheet

page.

Lesson 3: Payable Time

Exceptions (Cont.)

Reported Time Status Surnmary Leave ! Con

Exceptions (7

5 Q
Allow Diate Excepticn ID Exception Source Status

0521/20138 KS_UNDED Time Adrinistration
OER2AZ018 K5 _UNDED Time Administration

I
05232018 K5_UNDED Time Administration Unresolved
05242018 K5_UNDED Time Administration Unresolved
OE2EZ018 K5_UNDED Time Administration
05282018 K5_UNDED Time Administration Unresolved
05282018 K5_UNDED Time Administration Unresolved
05EM2Z018 K5 _UNDED Time Administration
0E31/2018 K5_UNDED Time Administration
0GM01/2018 K5_UNDED Time Administration Unresolved

Select All Deselact All

Update Exception

Exception Severity

Medum

Medum

Medum

Medum

19
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Review and Allow Exceptions (Cont.)

The Exception Updates Saved message appears. Click OK and you will return
to the Timesheet page.

Timesheet
Exception Updates Saved

W

oLl URdaies &

2 exceptions were successfuly saved

20
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Lesson 3: Payable Time

Review and Allow Exceptions (Cont.)

Click the Exceptions folder tab. Notice the Status of the Exception is now listed as

Allowed.

Save for Later

d Time Siatus

Exceptions (7

B Q

Diate

0521720138

052220138

Exception ID

WS LIMOED

S _LINDED

Surnmary

Sukrmit

Leave ' Cormpensatory Tims

Exception Source

Time Administration

Time Administration

Ezceptions FPayable Tims
Status Exception Sever
Allowed Medium
Sllorwned Medium

21
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Approving Payable Time

After Time Administration runs, payable time is
created from timekeeper data entry, employee
self service data entry, and interfaced
timesheets.

Personnel staff are responsible for reviewing
and approving payable time for each
employee. Payable time that is not approved
will not show up on the employee’s paycheck.

TIP: This is the last
chance to find any
Issues with an
employee’s time
before it goes
through the pay
calculation process.

22
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Approving Payable Time

The path is Time and Labor Homepage, Payable Time Tile, and Approve Payable Time
Navigation Collection item.

v SHaRP Homepage EI

SHaRP Homepage

2
Time and LE.I}DFK"

< Time and Labor

| Approve Payable Time
7| View Payable Time Detail

7] View Payable Time Summary

| Unprocessed Payable Time

23
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Approve Payable Time
Approve Time for Time Reporters

Payable |
Time Results I S

Employee Selection Criteria I Mhomtloloiall: aised dichitll I

R s s podosr Sty Clear Criteria
Use the search Time Reporter Group a —
fieldS fOI’ Employee ID Q
Approve Payable Empl Recard Q b Include Inactive Employees
Time to locate an e =
individual

First Mame Q
employee or

Business Unit Q
search by a
Department ID. e . 2
Include Inactive i a
Emp|0yees iS I Position Mumbsr Q
defaulted to On.

Change Time in View
Start Date 0172772010 [ End Date |02i0W2Me =] %

24
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Date Parameters
The Approve Payable Time search page lists date parameters. Enter the pay period
begin date for the Start Date and the period end date for the End Date. If there is a

recent Job or Position update, enter today’s date as the End Date. You can also leave

the date parameters blank to Employee ID a
show all employees with

Empl Record Q,
payable time that needs . =
approval. NOTE: It is not
necessary to enter the “/” in S -
the date fields as the date Business nt e
fields will Depriment 173 a
Auto-format when you click Raports Te Posion Number Q
Get Employees. | —— 5

Change Time in View

Start Date |01/27/2018 [f= End Date | 02002010 ]|

25
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Payable Time Summary

Lesson 3: Payable Time

The search results list shows a summary of Total Payable Hours for each
employee. You can approve payable time from the summary page by
selecting the employee whose time you wish to approve and clicking the

Approve button.

Employees For (7

5 Q
Time Summary Demographics | [|»
Select Last Name First Name
o Apple Candy
o Murphy Eddy
| Wayne John

1-3 of 3] Wisw Al
Emipl
Employee ID Record Job Title Total Payable Hours
V00003 0 Public Service Executive £0.0000
KIDD00E 0 Public Service Executive £0.0000
. Human Resource
KOO0 1] Frofessional B2.8300

26
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Payable Time By Employee

To view payable time for an employee, click on the employee’s Last Name.

Employees For (7

B Q 1-3 of 3[v] View All

Time Summary Dermographics 113

Emnipdl

Select Last Hame First Mame Emiployee ID Record Job Title Total Payable Hours

O Apple Candy WOOooos3 0 Public Service Executive 50,0000

O Murphy Eddy KID00OZ 0 Public Service Executive 80,0000

O 1T KDODO! a Human Resource 22 2800
viayne John Frofessional :

27
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Lesson 3: Payable Time

Approve Employee Payable Time

Approval Details (7

You can approve all rows of payable -

time by clicking the Select All

checkbox or link and then the -
Approve button. You also have the

option of selecting individual rows v

for approval.

I

17|

iSalect All

Time Reporting Elements Cost Task Reporting Elements
Time Reporting
Date Code Status
01/2872019 REG Meeds Approval
/2902019 REG Meeds Approval

0302018 REG

0132018

Q21012018 REG

0210472018 REG

REG

REG

02072018 REG

021082018 REG
Deselect All

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Meeds Approval

Approve _‘

28

Guantity Type

80000 Hours

80000 Hours

80000 Hours

80000 Hours

80000 Hours

80000 Hours

80000 Hours

80000 Hours

80000 Hours

80000 Hours
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Lesson 3: Payable Time

Previous/Next Employee

Previous Employes
o

Start Date 0172702019
End Date 020802015

ails (@
Time Reporting Elements Cost Task Reporting Elements | 1|#
Date Time Reporting gy ,e Quantity Type
Code
12872015 REG Meads Approval 2.0000 Howrs

Mext Employee

Accountir

Use the
Previous
Employee and
Next
Employee
buttons to
quickly move
through
payable time
approval. You
can also return
to the search
screen to
select a
different
employee.

29
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Folder Tabs

Click on any of the folder tabs to see additional Payable Time information.

FTEVIRILUS TR e
Gtart Date 0172772019
End Date 0270952018
Approval Details (3
™" Q
i . . . .
Crverview Time Reporting Elernents Caost Task Heporiing Elements |1
Select Date Time Reporting oy, Quantity Type
Code

O 01282015 REG Meads Approval 20000 Howrs
O 0172802018 REG Meads Approval 80000 | Howrs

30
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Payable Time Detalil

Navigate to the Payable Time Detail to view Payable Time that is any status (such as
Approved, Needs Approval, Rejected by Payroll, etc.). The path is Time and Labor
Homepage, Payable Time Tile, and View Payable Time Detail Navigation Collection
item. Use this page to view Payable Time that may no longer be visible on the

v SHaRP Homepage 1 Approve Payable Time page.

SHaRP Homepage

2
Time and Labor/

< Time and Labor

| Approve Payable Tipfe
T View Payable Time Detail

7] View Payable Time Summary

| Unprocessed Payable Time

31
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Payable Time Detail (Cont.)

Enter the Empl ID and click “Get Employees”. Note: If
you don’t have the Empl ID, you can use the Name
fields in conjunction with the Department ID.

Payable Time Detail
Select Employee

* Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Sawve Criteria
Employes ID 0123458 Q

O include Inactive Employees

Empl Record Q

TIP: You cannot
approve your own
Payable Time, but
you can look up

your own

Payable Status

using this page.
That way you can
double check that
your backup has

approved your
Payable Time.

32
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Payable Time Detail (Cont.)

Click on the
Employee’s
m Position Mumber Q, last name to
pull up the
Payable Time
Detail page.

Reports To Position Number Q

Employees For

= Q

Time Reporters mographics 113
Last Mame First Mame Employee 1D
Apple Candy 0123456

33
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Payable Time Detail (Cont.)

Payable Time Detail

CEHdEﬂPPlE Employes ID 1234560 Enter the date

Public Service Exscutive Employment Record 0 1

Actions = e range (typlca”y
Start Date | 02162018 |5 the pay pe”Od
End Date | 12/20/2018 :I begin date and

the pay period
end date) and

F Payable Status Filter

Payable Time (2 click refresh icon
Owerview Time Feporting Elemeants Task Reporiing Elements Cost and Approval 113 r:., "
. The
Date Status Trec Bt Vo fipnsts Quantity TRC Type Payab|e Status
| will display the
02182018 Distribufed REG 2.0000 Hours
status of the
02192018  Distributed REG £.0000 Hours
FOWS you are
02202018 Distributed REG 20000 Hours Viewing.

. . e, o w

34
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Payable Time Detail (Cont.)

Additional information is available by clicking on any of the folder tabs. If you want
to see when and who approved a Payable Time row, click on the Cost and
Approval folder tab and look at the Approved at and User ID results.

Acfions~

Start Date | 02162018 =]

End Date |12202018 =

F Payable Status Filter

Payable Time L2
DOverview Time Reporting Elements Task Reporting Elements Cost and Approval 13
Date Status Reason Code Em"; JELILIE Quantity Approved at User ID
o Q2272018 ALOPYYZ
i =
02118/2018 Distributed REG £8.0009 4-04:57FM
02/18/2018 Distributed REG 8.0009 iﬂigl;g;f ALMOPIYZ
0202002018 | Distribuied REG &.0008 ﬁﬂ‘;gﬁ AADPXYZ

35
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Interface Agencies Only
Others can move forward to the Time
and Labor Reports section

Agencies that provide a file interface to Time and Labor to
record reported time have an additional step in the Time
and Labor process. Inbound files are checked for errors
before being loaded into Time and Labor. Timekeepers and
Personnel Staff from interfacing agencies share the

responsibility for viewing and correcting interface errors and
then marking them to reload.

TIP: HR
Administrators
enter a default
TCD Group on

the Time Reporter
Data page of Job
Data for
employees from
interface agencies
so that they are
identified as
recording time via
interface.

36
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Printing TCD (Interface) Errors Report
Navigate to v SHaRP Homepage
the TCD
Errors
RepOrt: SHaRP Homepage < Time and Labor
SHARP f] Paper Time Document !
Time and Labor. : 4
Homepage’ D / TCD Errors
Time and | Payable Hours Exception Enter any informati
Labor . _ —
Homepage Time and Labor ] Payable Status Find an Existir
Time and Time and Labor Reports Time Re | v Search Criteri
Labor .- f] Payable Time Extract
R ' ﬁ Search by: Run C
_eports | | Reported Time
Tile, TCD ' /
Errors -] Combo CogéiTask Profile n T— .
Navigation /
Link. ] TCD Errors

37
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Printing TCD (Interface) Errors Report (Cont.)

Enter your Run Control Time & Labor Rpts

ID, or click on the Add a
New Value folder tab to
enter a new Run Control
ID. Click Add if you are
adding a new Run Find an Existing Value Add a New Value
Control ID, or if entering

an existing Run Control

ID, click Search. Run Control ID | TCDERRORS 44—

TCD Errors

o —

Find an Existing Value | Add a New Value

38
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Printing TCD (Interface) Errors Report (Cont.)

After entering your Run Control ID, enter the Pay Period End Date and the TCD ID (first
three digits of your agency number followed by two zeros. Once you generate the
report, review the errors and make corrections. Most TCD errors involve sending
incorrect Department or Empl IDs on the Interface file. NOTE: Report Generation
procedures are covered in the SHARP Reporting Training.

TCD Errors

NEW vvinao

Run Control ID TCDERRORS Report Manager Process Monitor Run

Report Request Parameters

Pay Period End Date: 08/11/2018
| TCD ID: 12300 Q Agency Name Displays Here
‘ Save ‘ Notify

Add Update/Display
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Time and Labor Reports
The reports in Time and Labor are designed to assist you with

the time entry and exception management processes.
Following is a list of a few of the reports available to both the
Timekeeper and the HR Administrator roles:

® Leave Accrual Report

® Payable Status Report

® Paper Time Documents (by employee or by Department(s))
® Reported and Payable Time Extracts

® Combo Code/Task Profile

® Reported Time Audit Inquiry (Under the Reported Time Tile)
® Taskgroup Exceptions Report

® Payable Hrs Exception Report

® Vacation Leave Overage Report

® Workers Comp Notification Report

® Queries Available via the Time and Labor WorkCenter

TIP: The Reports
section of the
SHARP website
provides detailed
information about
each report
available in Time
and Labor
(www.da.ks.gov/
sharp/reports)
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Accessing Reports

Lesson 3: Payable Time

Click Time and Labor Homepage, Time and Labor Reports Tile. NOTE: Time and
Labor WorkCenter queries are available via the Time and Labor WorkCenter Tile.

v SHaRP Homepage

v Time and Labor

SHaRP Homepage

Time and Labor

< Time and Labor

= Paper Time Document

= Payable Hours Exception

= Payable Status

— Payable Time Extract

— Reported Time Extract

Navigation: Time
and Labor
Homepage, Time
and Labor reports
Tile. Select the
report you want to
generate. NOTE:
Reported Time
Extract is one of
many Time and
Labor reports
available to run in
SHARP.
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Lesson 3: Payable Time

Reported Time Extract

This extract or report provides detail of employee timesheets. Use this report to
see if incorrect TRCs have been recorded, to check the Reported Time Status (to

Reported Time Extract

Run Control ID 1

Report Request Parameters for Individual

Pay Period End Date:
Empl ID: Q

Empl Record: 0

n Report Request Parameters for Department

Pay Period End Date:

Department: 5650000000

Department Group 1D;

04/20/2019 [

Q
Q

Report

Department of Revenue

help make sure employees have
submitted their timesheets by the
end of the pay period and that
Managers have Approved their
employees Timesheets).
Generate the Extract by
Employee or by Department.
Refer to the SHARP Reports
website for detailed information
on this and other Time and Labor
Reports:
https://www.admin.ks.gov/offices/
personnel-services/sharp/reports.
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WorkCenters

There are WorkCenters in both Time and Labor and Payroll. WorkCenters are designed
for specific roles and provide a central area for you to access key components within
PeopleSoft applications. WorkCenters enable you to access various pages and keep
multiple windows open while doing your daily work.

As an initial rollout, we will be using the Query section of the Time and Labor Work-
Center. We created queries (reports) that you can generate anytime SHARP is available.

The Time and Labor WorkCenter is available for employees with the following roles.
Note: Current, and future employees, with these roles are automatically given access to
the Time and Labor WorkCenter.

Time and Labor Timekeeper
Time and Labor HR
Time and Labor ask Reporter

WorkCenter security is based on the Department(s) you have access to.
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Time and Labor WorkCenter Queries
Queries available:

® Payable Time
® By Employee by Month
® By Employee by PPED (Pay Period End Date)
® By Employee by Quarter
® By Employee by Year
® Reported Time (Timesheet)
® By Department by PPED (Pay Period End Date)
® By Employee by Month
® By Employee by PPED (Pay Period End Date)
® By Employee by Quarter
® By Employee by Year
® Employee Self-Service (ESS) Primary Email Addresses
® Time Reporter Data
® NA (Needs Approval) Unapproved Payable Time
® RP (Rejected by Payroll) Rows: 100008 PAY011 Errors

TIP: Reported
Time Queries pull
data from the
Timesheet Tables.
Payable Time
Queries pull data
from the Payable
Time Tables. Time
Reporter Data
includes fields
such as
Workgroup and
Taskgroup.
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Accessing the Time and Labor WorkCenter

Click Time and Labor HomePage, Time and Labor WorkCenter Tile.

¥ SHaRP Homepage

1
SHaRF Homepage Jg*
1 3

Time and Labor

¥ Time and Labor

Time and Lab&Repons Time Reporter Data & Schedule

Setup Time and Labor Time & Labor WorkCenter

i

HyligH
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Time and Labor WorkCenter Sections
SeCtlonS Of the Workcenter page Time and Labor WorkCenter & <
® The left side displays a Job Aid %« 2 v | welcome

Time and Labor WorkCenter

link and the queries that are

. Announcements
available to be run
o The ﬂght S|de d|Sp|ayS the Displays Announcements pertainit

Announcements

Announcements or Welcome
section

Mo Current Announcements.

® After the query is generated,
the results display on the right

e e
® You can minimize sectionson 3
the left by clcking on the down or  ? EXEHEE
up facing triangle and selecting =222
Minimize or Expand T epor Oty Agucy
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Lesson 3: Payable Time

Time and Labor WorkCenter: Running a Query

Click the Query name (on the left side of the page).

Time and Labor WorkCenter
@y Links

g Queries

Time and Labor

Payable Time by EE by Month

Payable Time by EE by PPED

Fayable Time by EE by Quarter
ble Time by EE by “ear

Feporied Time by Dept by PPR

Fepaoried Time by EE by A

Reported Time by EE ED
Reported Time by EE arter

1 Reported Time by EE by Year

Time Reporter Data by Agency
25470210 Payable Time

Welcome

Announcements

Displays Announcements

Announcements
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Time and Labor WorkCenter: Running a Query

Enter the criteria, such as Employee ID, and Year in the example displayed below.
Note: Empl Rcd is not a criterion, so if the employee is on more than position (Empl
Rcd) within your agency, the results will include data for both positions.

ID KD000zZ
Year| 2018

View Resulis

Download results in ;. Excel SpreadSheet CSV Text File XML File (10 kb)

View All
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Time and Labor WorkCenter: Running a Query

Click “View Results”.

ID KooooZ
Year 2018
View Results

Download results in ©  Excel SpreadSheet CSVY Text File XML File (10 kb)

View All
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Lesson 3: Payable Time

Time and Labor WorkCenter: Running a Query

The query results display on the right side of the page. Note: There are size
limitations, so If the results are too large, you may want to chose a different
guery to run. The results displayed are tied to the Department access you
have. Results do not include employee data from other agencies; only data
from your own agency.

D K002

“ear

2018

Wiew Results

Download results in ;. Excel SpreadSheet

few A

1

172050

2 |1

Dept 1D

2000

730502000 o F

3 1730502000

1

6 1

730502000 o

730502000 20

720502000 o

Mame o

Latle

]

CoreY Looooz:
“OT®Y L ooooz:
te.Corey | o000z
oY wooooz

i

°™=Y wooooz

CS5W Text File XML File {10 kb)

Red  Rpt Dt TRC Descr

B ar
0 11/05/2018 REG TegMlEr
Eamnings
0 11/06/2018 REG Hegular

Earnings

B =r
0 11/07/2018 REG ~egular
Eamings
0 11/08/2018 REG Hegular
Earnings

B -
0 11/08/2018 REG ~ooula

Eamings

Holiday

0 111172018 HDC Credit-Faid-

1.0

Quantity REE;TE':' Taskgroup  TskProflD

10.00:0000 AP

G.000000 AP

2.000000 AP

2.000000 AP

2.000000 AP

2.000000 AP

User

Datetime  Last Updated

Created

By

°  KOODODS

50

1111
11:2

Datetime Con
Modified Co

11182018

11:3
1111
11:3

11

11:3
111

11

11:3

162018
G:144M

1612018
31440
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Time and Labor WorkCenter: Downloading to Excel

Click “Excel SpreadSheet” to download the results in Excel
where you can sort and filter the results.

KWC_TL_REPORTED_TIME_EE_YR - Reported Time by EE by Year

D |KoDoo2
Yfear| Z13

‘iew Results

Download results in - | Excel SpreadSheet| C5W Text File XML File {10 kb)
Wiew Al
Dept ID MName o Red  RptDt TRC Descr Quantity REE;:'E':' Tashgroup  TskProflD User E:E:E:::LE S Lépydate
1 1720502000 'r_'_f‘“a Corey wonooz: 0 11/05/2018 REG E;{‘I!; 10.000000 AP 1T3NONTASK KDODO2 ;11'2:32& KDODODS
2 1730802000 =57 wooooz; REG :Ef';l':ﬁ S
3 1730502000 'r_‘_f"E Corey wonooz: REG ng'jllfg ;11_?3:;?
4 1730802000 257 waoooz: & REG EE?“TEQ e
5 1720502000 =% wooooz: REG :Efjllfg e
§ 1730502000 'r_‘f"E Corey ooooz: HDC F:':af ?-.]Il:ai:- ;11-iiir?
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Reported Time (Timesheet) Audit

The Reported Time Audit page allows you to view TIP: If you need
current reported time (Timesheet) for an individual to know the name
employee with time reporting elements. By clicking the of _the employee_
History hyperlink on the Reported Time Audit page, you assigned a certain
can open the Reported Time Audit History page. User ID, contact
your Agency
The Reported Time Audit History page displays the S‘?C_U“ty
following information: Action (such as Add, Change, Administrator.

Delete, Approve), Audit User ID, which is the User ID of
the person who entered, updated, or deleted any row of
reported time. It also shows the Audit Date and Time
Stamp, which is the audit date and time when the time
was reported for this row. It includes the Date of the row,
the TRC, Quantity, Reported Status, Taskgroup and Task
Profile.
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Accessing the Reported Time (Timesheet) Audit

¥ SHaRP Homepage

Click Time

SHaRP Homepage £ Time and Labor
and Labor SHaRP -
Homepage’ Time and Labor | Timesheet
Reported
Time Tl|e — Approve Reported Time
RepOrted . Reported Time Payable Time Time and L E Reported Time Audit
Time Audit .
Navigation ‘ \/' i Time Reporter Status
Link. [Bec)

' Unprocessed Reported Time

Leave Balances Time and Labor Funding Setup Time

i~ Exceptions

i~ Exceptions History
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Accessing the Reported Time Audit (cont.)

Reported Time Audit

Enter any information you have and click Search. Leave fields bls

Find an Existing Value

w Search Criteria

Empl ID | begins with ¥ | | K00002

Empl Record | =

Mame | beginefwith ¥

Search | Clear Basic Search 127 Save Search Criter

Enter the EmplID of the person whose information you wish to review and
click the Search button.
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Accessing the Reported Time Audit (cont.)

Reported Time Audit
Corey M Latte

Human Resource Professional

*Start Date | 12/30/2018 [{z:]

*End Date | 01/12/2019 [4z2] Get Hows

Time Information

B Q

Overview Time Reporting Elements 113

Enter the date range you wish to review and click the Get Rows button.
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Accessing the Reported Time Audit (cont.)

Reported Time Audit

Corey M Latte Employee 1D K0000:

Human Resource Professional Employment Record 0
Actions =

*Start Date |12/30/2018 2]

“End Date |01/12/2019 [i2:] | Get Rows \
Time Information \
B Q \\
Overview Time Reporting Elements 113 \
Time Reporting . \ N
Date Code Punch Type Quantity Reported Status \ History Status
1203172018 REG Elapsed 8.0000 Meeds Approval History Current
01/01/2019 REG Elapsed 8.0000 Mesds Approval History Current

1-12 of 12

Taskgroup

173INETWORK

17INETWORK

Review the Time Information section. Click on the History link to open

the Reported Time Audit History page.
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Reported Time Audit History Page

Reported Time Audit

History

Corey M Latte Employee ID  K00002
Human Resource Professional Employment Record 0
Actions =

Reported Time History

5 Q 15
Overview Time Reporfing Elements 13
’, Time

Action Audit User ID p 2 Audit Date/Time Date Reporting Quantity Reported Status Taskgroup

, Code

7
Add AGY_TL_TI[le_KEEPEF{,, 01/08/2019 3:10:41.504605PM 12/31/2018 REG 5.0000 Saved 1TINONTASK
)
Change K00002 ,’ 01/08/2019 3:28:13.151404PM 1213172018 REG 5.0000 Saved 1TINONTASK
F e
Change K00002 ,/ 01/08/2019 3:54:38 630737PM 1213172018 REG 5.0000 Saved 173C8TEVCS
Fd
Change KoQa#z 01/08/2019 3:58:46.809154PM 12/31/2018 REG 5.0000 Saved 173CSTEVCS
,l
Change & Koooo2 01/08/2019 4:07:04 5303713PM 12/31/2018 REG 5.0000 Meeds Approval 173C8T8VCS
L4

Return to Search Motify

The Action, Audit User ID, and the Audit Date and Time Stamp fields are valuable
in tracking down the source of changes to reported time. Click the Return hyperlink to
return to the main Reported Time Audit page.
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Unprocessed Reported Time

This page is used to identify time that has not been sent to Payable Time,
either because Time Administration process has not run, the time has not
been submitted or approved, or there are exceptions with the time. Time
could also display as a result of specific rule processing that results in the
amount of time in the Reported Time table that does not match the amount
of time in the Payable Time table. For example 4 hours of CME on the
timesheet (Reported Time) results in 6 hours CME on Payable Time (4*1.5).

The Unprocessed Reported Time component identifies time that is still in
Reported Time for these reasons:

Time Needs Approval

Time has not been submitted (or is in a Saved status)

Exceptions exist for the time entered

The total payable time is less than the sum of submitted or approved time
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View Unprocessed Reported Time

Navigate to the Unprocessed Reported Time page to view Reported Time that has
not made it to Payable Time yet. The Navigation is: Time and Labor Homepage,
Reported Time Tile, Unprocessed Reported Time Navigation Collection item.

* SHaRF Homepage 1

% SHaRF Homepage

Time and La!

£ Time and Labor 3

1 Timesheet

] Approve Reported Time
i | Reported Time Audit

i Time Reporier Statu

™ Unprocessed Reported Time
7| Exceptions

i | Exceptions History
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Unprocessed Reported Time

* Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Growp
Employee ID

Empl Record

Last Mame

First Mame

Business Unit

Diepartment

Reports To Position Mumber

Position Mumber

Start Date |01/27/2018 [=

End Date |02:27/2018 |: £ [ include Exception Reporters

Positive | Negative Deviation
Include Positive Deviations

B Include Negative Deviations

Acceptable Deviation

Acceptable Negative Deviation

Lesson 3: Payable Time

View Unprocessed

Reported Time (Cont.)

Enter an Employee ID or the
Department and enter the Pay Period
Begin and End Dates (Start/End Date
fields). Acceptable Deviation: Enter
an acceptable deviation amount for the
calculation between reported and
payable time. Include Exception
Reporters: Leave unclicked. Include
Positive Deviations: Select to include
payees with Payable Time greater than
Reported Time on this page. Clear this
field to only display payees with
Payable Time less than Reported Time.
The Acceptable Deviation field
determines the threshold amount for
reporting in either case.

Click “Get Employees”.
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View Unprocessed Reported Time (Cont.)

Click on the Instructions arrow for additional search criterion information. Click
on the Name hyperlink to view details for the employee selected. NOTE: The
detail page will not display any Task Elements, Chartfields or Time Reporting
Elements. ...

Filtering Options

Start Date |01/27/2018 e

u End Date 022712018 |: w O include Exception Reporters
FPositive I Negative Deviation
Include Positive Deviations Acceptable Deviation 5
B Include Negative Deviati
neuds Hegative Levaions Acceptable Megative Deviation 5
Employees with Ungfocessed Time
§ Q
Time Summpary Demographics | ¥
. Empl _ Needs
Last Na First Mame Employee ID R Job Title Type Saved Approval=
Arbor JAnn KooOC 0 Manager/Administrator Hours 80.000
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View Unprocessed Reported Time (Cont.)
The detail page displays by day and by status the employee's time for Reported Time that has not

been received by Payable Time. This includes reported time with a status of Needs Approval (NA),

or Saved (SV), and any time with exceptions. If there is no time in those statuses, a message is
displayed indicating  Unprocessed Reported Time

that the Time Reported Time Details

Administration Ann Arbor Employes ID  KDODO
process must be run F’:'”E Executivs Employment Record 0

to move approved O  Previous Emplayee | Next Employes
submitted time to Unprocessed Reported Time from 01/27/2013 to 02/27/2019

Payable Time. ~ Q

Click Previous or Date TRC Description Type Quantity Reported Status
Next Employee to 07282018 REG Regular Eamings Haurs 8.0000 Needs Approval
view other

employees in the 020672018 REG Regulsr Esmings Haours £.0000  Needs Approval
list. Click Return to 0200772018 REG Regular Eamings Hours 2.0000 Meeds Approval
Select Employee to 020082018 REG Regular Ezmings Haurs 8.0000 Needs Approval
return to the search

results page. [Return to Select Employee
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Unprocessed Payable Time
This page displays all rows in payable time that have not been

processed by payroll. The data is sorted by Date and then by Time
Reporting Code.

Payable time with these status codes is displayed on this page:
Approved

Closed

Estimated

Needs Approval
Rejected by Payroll
Sent to Payroll
Taken by Payroll
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View Unprocessed Payable Time

Navigate to the Unprocessed Payable Time page to view Payable Time. The
Navigation is: Time and Labor Homepage, Payable Time Tile, Unprocessed Payable
Time Navigation Collection item.

* SHaRF Homepage 1

Time and La!

4 SHaRF Homepage

7 Unprocessed Payable Time
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VI eW Unprocessed Payable Time
* Employee Selection
U n p ro C eS S ed Employee Selection Criteria _____GetEmployees
Payab I e TI m e Selection Criterion Selection Criterion Walue —
(CO N t _) Time Reporter Group a —
Enter an Employee ID or the =~ ®™="¢ 2
Department and enter the Empi Record a 7 retuae nsctve Employees
Pay Period Begin and End Last Name a
Dates (Start/End Date N a
fields). Click on the “Include
Inactive Employees” j .
checkbox. Payroll System: Deparimen a
leave the default of “Payroll Reports To Fosition Number Q
for North America.” Then Posiion Numaer a

click “Get Employees”.
View Details for All
Employees: For
performance reasons, we
suggest you not click this
hyperlink.

¥ Instructions
Filtering COptions
Start Date | 0/27/2019 *Payroll Systemn | Payroll for Morth America ]

End Date |02/27/2019 o
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View Unprocessed Payable Time (Cont.)

Click on the Instructions arrow for additional search criterion information.
Click on the Name hyperlink to view details for the employee selected.

Eln structions
Filtering Cptions

Start Date |{M/27/20H9 *Payroll System | Payrall for Morth America vl

i+

I End Date |02/27/2010

Employees with Unprocessed Time

5 Q
Time Summary Demographi
Last Name Employee ID Rm Job Title Type Apﬁd;
Cartier Spice Vo000 0 Public Service Executive Hours 80000
Singer EEQE KIDO00: 0 Public Service Executive Hours £0.000
Zoolander Liam KDOOC g pumen Resource Hours 02.820
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Lesson 3: Payable Time

View Unprocessed Payable Time (Cont.)

Unprocessed Payable Time
Payable Time Details

Fublic Service Executive

Bclion==" ]
Start Date (1272019
End Date 02/27/2019

* Payable Time Details

H Q
Date Time Reporting Code
0irzB208a REG
g =Ty o] REG
I or3izome REG
O2roe/2me REG

Refumn fo Select Employes

Employee ID  KIOD00

Employment Record 0

Payroll System  Payroll for North America

Frevious Employee

Quantity Payable Status

2.0000 Meeds Approval

2.0000 Meeds Approvel

2.0000 Mesds Approval

8.0000 Me=ds Approval

Mext Employee

1-10 of 10[+]

Fayable Reason

The detail page displays by
day and by status the
employee's Payable Time
that has not been processed
by Payroll. This includes
payable time with a status of
Estimated, Approved,
Closed, Needs Approval,
Rejected by Payroll, Sent to
Payroll or Taken by Payroll.
Click Previous or Next
Employee to view other
employees in the list. Click
Return to Select Employee
to return to the search page.
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Lesson Summary In this lesson, |

walked you through
the basics of

Only exceptions with a low or medium severity
can be marked as allowable.

managing
exceptions,
It is a joint responsibility of the Timekeeper and approving payable
HR Administrator to review exceptions each day time, and reviewing
during the biweekly period. the Reported Time
Audit.

Timesheets are accessed through the Manger
Self Service navigation while Reports,
Exceptions, and the Reported Time Audit are
found in the Time and Labor menu navigation.

The Audit Action, Audit User ID, and the Audit
Date and Time Stamp fields of the Reported
Time Audit page are valuable in tracking down
the source of changes to reported time.
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Lesson Summary Continued In this lesson, | also
Exceptions are generated when the Time walked yog through
Administration process checks reported time against generating the
pre-set rules and finds that the rules are violated. Reported Time
Timekeepers and HR Administrators work together Extract and how to
to correct exceptions. View Unprocessed
H T d Lab desianed Reported Time and

e reports in Time and Labor are designed to Unprocessed

assist you with the time entry and exception
management processes. Details on each report are
located on the SHARP Customer Service website
(https://www.admin.ks.gov/offices/personnel-

services/sharp/reports).
The Reported Time Audit page allows you to view
current and past reported time (timesheet
information) for an individual employee. Use the
History link to view the User ID of the person who
entered the reported time as well as the date and
time when the time was reported.

Payable Time.
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Course Completion!

Congratulations! You have finished each lesson for this course.
You must now take the course assessment.

J
Q )
8
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